Enterprise Email
Pre-Migration Step 3B
Export Your Mailbox to a PST File

For the mailbox to migrate properly it will need to be 50MB or smaller prior to the
organizations established migration date. This guide will explain how to export the
mailbox and its subfolders to a PST file that can be used post-migration.

1. To export the mailbox and its subfolders to a PST file open Outlook. From the
toolbar choose File then Import and Export.

lv) Inbox - Microsoft Outlook

File | Edit View Go Tools

New 13
i Open 3
= Close All Items
Bl Save As
Save Attachments 3
- Folder 3

Data File Management...

» Import and Export...

2. Select “Export to a file” then click Next.

Import and Export Wizard

Choose an action to perform:

1 |E3(Ec:rt RS55 Feeds to an OPML file

Import a VCARD file (vcf)

Import an iCalendar (.ics) or vCalendar file (. vcs)
Import from another program or file

Import Internet Mail Account Settings

Import Internet Mail and Addresses

Import RS5 Feeds from an OPML file

Import R55 Feeds from the Common Feed List

X

—Description
Export Qutlook information to a file for use in other
programs.

= Back I Mext = I Cancel
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3. Inthe Export to a File window select “Personal Folder File (.pst)” then click
Next.

Export to a File

Create a file of type:

Comma Separated Values (DOS)
Comma Separated Values (Windows)
Microsoft Access 97-2003

Microsoft Excel 97-2003
:Personal Folder File (.pst)
Tab Separated Values (DOS)
Tab Separated Values (Windows)

< Back Mext = Cancel

4. Select the mailbox (Mailbox — Username) as the folder to export from. Ensure
Include Subfolders checkbox is checked. Click Next.

\qurt Personal Folders @

Select the folder to export from:
= E’\éﬁ' Mailbox - Harris, James W Mr CIV USA 5
| Calendar
|85 Contacts H
[85] Contacts
‘& Deleted Items (427)
@ Drafts
3 Drafts
[ Inbox (8)
(Ei Journal
HH 1l i

| Indude subfolders Filter...

| <Back | mext> || cancel |
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5. Inthe Export Personal Folders window click the Browse button.

Export Personal Folders x|
Save exported file as:
bdd.doherty\Desktop\toddazmaibox.pst  Browse... | f—
Options

¥ Replace duplicates with items exported
= Allow duplicate items to be created
" Do not export duplicate items

<gack [ Finsh | cancel

*** NOTE *** You may be presented with the following window:

MK Select a filename to save 2
T
Qu I,. » Export vl‘y”Search P‘
File name:
Save as type: [Comma delimited text file (*.csv) v]
¥ Browse Folders

Click Browse Folders.
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6. Inthe Open Personal Folders window, select Desktop. Double click the
Legacy Email folder. In the File name field type “Lastname Legacy Mailbox.pst
where Lastname is replaced with your name. Click OK.

-

— u\g Open Personal Folders @
——

@'&Jv| . « Desktop + Legacy Email - |"’ | ‘ Search 2|

‘ Organize ews ~ [ Mew Folder

Mame = Date modified Type Size

Favorite Links
[E| Documents Mo items match your search.
1 Recent Places

— B Desktop
M Computer
% Recently Changed

E Pictures
[;“ Music
E Searches
J. Public
Folders A~ N\ b
> File name:  Harris Legacy Mailbox.pst \ -
Save as type: | Personal Folders Files (*.pst) \ v]
~ Hide Folders Tools »+ [ ok | [ Cancel |

8. When the Export Personal Folders window appears click Finish.

-

Export Personal Folders @

Save exported file as:

C:\sers\james.w. harris\Desktop'Legac

Options
(@ Replace duplicates with items exported
1 Allow duplicate items to be created

(") Do not export duplicate items

<Back | Fnsh | [ cancel
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9. Atthe Create Microsoft Personal Folders window enter a name for the
personal folder in the Name field. It is recommended that entry follow the
“Lastname Legacy Mailbox” construct. DO NOT CREATE A PASSWORD. Click
OK.

-~

Create Microsoft Personal Folders [ 23 |

File: C:\Wsersijames. w.harris\DesktopLegacy Email',

Mame: |Harri5 Legacy Mailbox

Format: Personal Folders File

Password
Password:

Verify Password:

[ | save this password in your password list

v

(] | | Cancel i

10.The progress bar will go through each folder in the mailbox. This window will
disappear when the export process has completed.

. =
) - |
i, ./

Exporting 'Calendar’

(. Cancel |

11.The legacy mailbox will now be exported to the following location:

C:\Users\YOUR USER NAME\Desktop\Legacy Email
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7. You have now completed Step 3B. Continue with Step 3C.
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